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PROFFESSIONAL OBJECTIVE:

To work in a challenging position for an esteemed organization that provides the best opportunities to utilize my talent and leadership skills for professional and personal development. Motivated achiever who is recognized for combining program excellence, integrity, and innovation with best practices and disciplined attention in achieving immediate and long-term goals and objectives.


ACADAMIC QUALIFICATION:
· Masters of Business Administration (2013) 
· Bachelor of Commerce from Osmania University (2005)
· Board of Intermediate (2002)

· Board of Secondary Education  (2000) 
TECHNICAL SKILLS:

· Operating Systems :
Windows 95/ 98/2000/ XP and 2007
· Web Tools:

HTML

· Other Tools:

MS Dos, Computer concepts, and Internet Basics
Key Skills:

Excellent communication and Strong relationship building skills.
• Proficient computer and typing skills – Microsoft Excel, Word, Power point and Outlook.

Key Account Management, Vendor Management, Asset Management, Client / Customer Relations and Networking.

Personal Strengths: 

Ability to multi-task and prioritize workload, Excellent Organizational skills, Strong service orientation and ownership, Optimistic, Self Confident, Focused, Committed, Disciplined, Dedicated, Problem Solving Skills, Quick Learner, High-spirit of Energy, Enthusiastic, Excellent communication and Strong relationship building skills, High Integrity and Honesty, Initiative & Result Oriented, Good Team player and Listener. And has ability to meet deadlines and work in an ever changing environment.
Total Work Experience: 7 years 6 months 

Last Company:
Maps
Designation:

Sr. Application Development Quality Analyst 
Duration:

March, 2012  – October, 2014
Job Responsibilities: 

Quality verification of the Listings fixed by the L1 Analyst as per the business policy.

To call up the businesses in the Unites States and verify if they actually exist in the real world or not and correct the Google maps accordingly.
Correct the marker  location on Maps as per the policy.
Responsible for conducting Call Evals and help the Management in setting the new targets.
Motivating Leadership qualities among Call Coaches.
Participated in many trickle new Projects and call evals.

Social Responsibility:

Pro actively participated in Food committee programs by ensuring hygiene food is served daily to the employees.
Previous Work Experience:
Company:

Huawei Telecommunication India Pvt Ltd.

Designation:

Project Coordinator and Secretary to CEO
Duration:

Dec 2008 -  April 2011
Major Achievements in Huawei:
· Outstanding Performer Award-2010.

· Successfully handled the backup requirement of one of the Biggest Turnkey Project (AIRCEL GSM) and lived up to the expectations of the Management.
· Processed the pending bills of Vehicles & Hotels and cleared the major pending payments of the Vendors within the limited time frame.

· Adapted the working culture and environment of Huawei, which has helped me a lot to grow as an individual and as a good team player.
Job Responsibilities as an Admin & Secretary:
· Circle Meeting Management: Coordinate and conduct circle monthly and weekly meetings for the Circle Head (CEO) with all the other department stake holders .
· Arrange Client Meetings for the Circle Head.
· Circulate MOM and manage the communication for the CEO.
· Business Analysis Report Management: Coordinate with all the Business unit heads’ and responsible for preparation and circulation of Circle Business Report.

· Vendor Payment : Coordinate with local and Malaysian finance department and clear the vendor payment as when the bills are submitted for Accommodation, Vehicles, Data cards, and mobile bills.
· Travel Management: Book travel and accommodation as per company standards.

· Training Management: Register, Organize and Record Circle Technical, Quality and EHS (Environment, Health & Safety) trainings to improve individual skills and meet Business requirements.
· Asset Management: Record the issuance and return of Laptops, cameras, data cards, sim cards, Site tool kits with the asset numbers and update the same in the system.
· Key Issues Management: Responsible for rigorous follow up of major pending issues and close the same on or before the Service Level Agreement.
· Spare Card Management: Complete online tracking of repair & return of faulty  cards. 
· Documentation: File all the important documents like Training reports, Clients feedback, MOMs, and all Business approval copies and Vendor payments.
· Meeting day to day challenges in coordination with the Admin department. 
Previous Work Experience:

Company:

Apollo Health Resources Ltd

Designation:

Admin and Client Relations Executive
Duration:

May 1, 2007 to Dec, 2008

Job Responsibilities as an Administration Executive:
· Responsible for handling Petty Cash expenses, bills and vouchers.

· Coordinating with the accounts department for the settlement of telephone bills of Center Managers and rental bills.

· Conducting Pre-enrollment test and preparation of Contracts for nurses enrolled into the program.

· Maintaining the attendance of the Trainers and the nurses.

· Registering the Nurses with Pearson Vue and scheduling them for the 

NCLEX RN exam.

· Raising an invoice whenever the Nurses clear the NCLEX RN examination gets an approval from the USCIS and NVC.

· Applying with the CGFNS for the Visa Screen Certificate of the IELEX nurses.

· Responsible for handling original certificates, contracts, supporting documents of the students and keeping the track of it.

· Responsible for drafting of official letters, correspondence & mails.

· Arranging conference calls for the center managers.

· Coordinating with implant travel agent for the transport of Senior Level management personnel and booking of air-tickets for them.

· Dealing with the vendor for office stationeries.

· Sending Protector of Emigrants returns every month to the POE office.

· Updating the Master data of hired candidates every week.

Job Responsibilities as a Coordinator-Client Relations:
· Acting as an Interphase between the US Clients and all the Centers Mangers.

· Handling queries from the Clients on a daily basis. 

· Exchanging Weekly updates with the clients (batch wise & candidate wise).

· Coordinating with the Centers for timely collection of documents.

· Personal follow-up with the Nurses residing in different countries.

· Ensuring that each and every time a Nurse is eligible for filing the petition, the documents required for I-140 filing are sent to the Client on time. 

· Keeping a track of all the Visa Petitions filed and approved.

· Keep the Centers inform about the results of the Nurses and any updated information.

· Follow-up with the Centers for required Certificates, documents and information of the Nurses.

· Accordingly sending the certificates, documents and information to the clients. 

· Handling queries of the students on a regular basis.

· Updating the Master data of Hired candidates every week to the Client.
· Counseling Nurses, answering the queries and giving the required information.
First Employer:
Company:

ICFAI (Institute of Charted Accountant and Financial 




Analysts of India)

Designation:

Business and Insurance Coordinator

Duration:

March 2006 till April 2007

Business Coordinator:

· Collection of DCR reports from the Collection officers and forwarding it to 


the Senior Business manager.

· Segregating the Outstation drafts and forwarding it to the Student’s Service 


Department.

· Maintaining the Attendance, permission slips and reporting time of the 


Collection Officers.

· Typing and drafting letters of Correspondences.

· Assisting management in organizing Meetings and Conferences.



Job Responsibilities as an Insurance Coordinator:

· Handled Complete Group Mediclaim policy.

· Coordinating with the HR department every month for the coverage of newly 


joined employees in the group mediclaim policy.

· Coordinating with the accounts department for the preparation of cheque for 


the Insurance coverage of new joinees.

· Coordinating with TPA (FHPL) for the submission of applications and 


following them up for the Health Insurance Cards.

· Coordinating with the TPA for the Cashless facility.

· Submission of employees medical bills to the TPA (FHPL) for the 


reimbursement and forwarding the cheques to the HR department.

· Coordinating with the Insurance company and TPA for the coverage of a new 


born baby.

· Counseling the employees incase of complaints in regards to the  


reimbursement.
· Timely renewal of theft, burglary, fire, accident, two wheeler and four 


wheeler policy.

· Handling the original policies, getting them scanned and filed.

· Getting the quotations from different Insurance companies for different 


Policies.

· Coordinating with the Insurance company incase of accident and theft.

PERSONAL PROFILE:

DATE OF BIRTH

: 

October 29, 1984
NATIONALITY

: 

INDIAN

GENDER


: 

FEMALE

MARITAL STATUS

: 

SINGLE

KNOWN LANGUAGES
: 

ENGLISH, HINDI, URDU, NEPALI & 






TELUGU

